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AI:'PLICATION‘ FOR RECORDS DISPOSITION STANDARD

marta

I\‘STRL(TIO‘\h Prepare in duplicate and forward to the Records Management Analyse, Mana;,,c me:nt \ystems leSlon
3. Dept Duvision, Subdivision & Admm‘istfnng Office Address FOR RECOR DS MANAGEMENT DIVISION ‘LUsE
Marta Dmeﬂe :
cewed Apphcatnon No Date Compluted
Department Of Finamnce And Administration —~1 - =
Division OF General Services ! ' MAR

1300 Equitable Bldg. AR
1100 Peachtree Street, N.W. '
Atlanta, Georgia 30303

o 8 1976"76 77 MR 15 1978

1 ADPIICBIIOH Date
2-10-76

2. Dept. Application No.

4 Person to Contact T5. Workmg Title

dved < 2174

/lc (/FKK

16 Té!ephnne No.

sgC-5°8/

7. ACTION REQUESTED

X ESTABLISH DISPOSITION STANDARD:,

DISPOSE OF PRESENT ACCUMULATIONS,

RECORD WILL CONTINUE TO ACCUMULATE.
8. Earliest & Latest Dates of Series ‘.II Exact Series Title

1972 to present

Contract Maintenance Agreement File

NO FURTHER ACCUMULATION ANTICIPATED.
; ¥

10. What is the function of the office in which this record series is created?

See Attached

11. This file contains the foitowing documents (inciude form numbe(s and titles, if any, and file arrangememl

'D°“m“““'““"m‘¢The contractual agreement ﬂetween vendors and the Authority for the
 maintenance of office equipment and supplies.

Included are: Invitation to Bids, Bid Proposals, Tabulatlon Sheets, Bid Check List,
Proposed Agreement and Contractual Agreement .

File is arranged:

Numerically by Contract Agreement Number by Year.

ATTACH SAMPLES OF THE FILE

12. Equipment Occupied No. of Drawers Cu, Ft. of Records

© Letter-size File Drawers

b Cmmma . i S,

No. of D._ra_lwers‘ Cu. F1. of Records

Annual Rate of AccurnulatiorI 1 _ 2

Legal-size File Drawers

Floor Space Occupied {Square Feet)

In Storage Areals)

In Officel(s)
F_;—F'f_'

Last

This Precesding All Prior
“ - Year's Year's Year's Year's
AVERAGE DAILY REFERENCES 2 1 0 0




13.

14.

15.

16.

17.

18.

15.

20.

21.

22.

23.

QUESTIONNAJRE Place an “x" in the proper column. If angwer is “YES,” please explain

YES NO _
[ x] [ 1lIs this the Record Copy of the series? . ;
‘ / L
L-1] [ X is there a duplication of this series in another office or agency? )
Contracts and Procurement has record copy of contracts. - -

[ ] {"Ij‘ls,tag “"®formation contained in this setjeg ever sum nzed or pubhshed"Attach copy.
Any Contracts over $20,000 = publis?&{n Atlanta Newspaper_f‘

[ ] [ x7 Does the series contain cIassnfned information requiring security handlmg" g

[ 1] { x] Does the series |n|tnats;. amend or terminate agency policies and procedures?

[x ] { 1 Coutd the function be performed if the fiies were lost or destroyed? | ,
[ ] [ X] Is the series (or major portion of it) regularly microfiimed? If yes, why? |

[ ] [ X] Does the record‘rseries provide data as input to an EDP file?

iles?

24,

[ ] [ X] Does the record series contain documentation produced as EDP printout?

[ 1] [ X} Has the Federal Government issued instructipns governing retention/disposition of these f

[ ] [ X Will there be a need for these records 10, 15 years from now? If yes, what?
REQUIREMENTS. The following requires the files to be kept __'_M_6__ ,,ﬂyear:s;

]STATE b. [ JSTATUTE OF c. [ JAUDIT d.[ ]FEDERAL e. [X] ADMINISTRATIVE f. [ 7 HISTORICAL
LAW

LIMITATION PERIOD LAW DECISION
*(Cite Law, Statute, or oth'er reason for the retention requirement)

VALUE

25.

AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each
['] CALENDAR YEAR -[ ] FISCAL YEAR -[%X] Other Expiration of Contract

[X] Hold in the current files area ..month{s}/ 1 — year(s}:

. [X] Transfer to [X] State Records Center | } Local Holding Area: hold
[X] Destroy. - - - - - P T
[ 1 Transfer to Archives for permanent retention.

[ 1 Destroy immediately after cut-off.
[ ] -Other: {Specify) . . . T

vear(s):

(Indicate briefiy rationale for recommendations above/or write additional remarks}:

_26.

Approved Depar

. APPROVALS

Ap'ﬁrp_ d -L—e_g—a_l _Cho?ns |

3

‘Date

X 76

Approved MARTA ManagementAdwsory Committee Date

',‘--" g . L e - i ———————— .

pproved Records Managem Analyst Date Wwd Department of Archives an and H|5tory Date
2 /4-74 @wﬂ@ /Jiu./' I-16-76
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DIVISION OF GENERAL. SERVICES

Functions and Responsibilities

The Division of General Services is responsible for providing
office and specf%ied supportive services to Authority staff.
These services include the acquisition, management and
maintenance of office and storage space for non-DTO facilities;
issuance, méintenance, and gtorage of office furniture, equipmeﬁt
énd supplies; provisiqn of centralized telephone, printing,

mail and meésenger services; administration and management of
~the central 6ffice motbr and bus pass pools; preparations for
meetiﬁgs; maintenance and management of emﬁigyee coffee service
and petty cash fund and the provision of a travél reservationist.
Also this division provides geceptionists, meeting support,
janitorial services and audid-yisual equipment for the Equitable

L]

Building.

/-

s/

fAlan F. §§¢ pef
! General nﬁger

Date: ’ /1,rXfTJ /J

¢

Approved by:

;;”-! E



